APPLICATION FOR RECORDS RETENTION SCHEDULE DA T R En AND TTaToRy

RECDRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. ;

The Personnel Development Unit is responsible for providing staff development for all vocati
teachers and administrators, Statewide, by administering grants and contracts with

colleges, universities, consulting firms and business agencies for staff development
programs. The Unit also plans and coordinates Statewide conferences and meetings for

staff development training, and coordinates the teacher testing program for certifiying
vocational teachers.

FOR AGENCY USE 1. Agency Address ’ . : FOR R_ECQEHD_S_tMA_B_«II_\GEMENT USE }
Application Date : Depar tment of Education -| Apptication Number
Office of Vocational Education =1 - Lq
Appllca—tl—o-h_N;u—r'rTbe—r T g;‘;isj—on Offlf)rogrmj_?g\;elopment ’ Date Received Date C;nplegd_ ]
State Office Bu ng ) _
L —w—d_ Atlanta, Georgia = _ . \ q 8\ | _\ %_9_-6\
2. Person to Contact Working Title Telephone Number
Lorna Riddle Program Development Coordinator 656—2 547
3. Act:on Requested — S S
a. Establish Retention Schedule; record will oontmue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
- I:! Amend ApplicationNo, | Check One: T3 Change; [ Supercede; [0 Void
4. Dates of Series 5. Records Series Title (followed by title used in off.-ce if different)
Earliest . Latest
1980 | To Date Personnel Development Conference/Meeting Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

bnal

7. Record Series D_escription This file contains the followmg documents (mclude form numbers and titles, if any):
Attach samples of the file,

Documents relating to: Planning, coordinating and participaf}l'nq ‘u\ Personnel Development con-

ferences and meetings for vocational education teachers and teacher
trainers.
Program agendas, schedule, brochures, sample hand-outs, and other related
documents and correspondence.

Included are:

File is arranged: alphabetically by subject; thereunder chi‘onologically by calendar year.

?M&Eﬁtﬁl‘y)ﬁéf;ﬁee Rate . How often are records referred to which are:
One to six monthsold __________: Seven to twelve monthsold ____.__; Thirteen to twenty-four months old —_
fwenty-five monthsand older ___ . ... 7%}

9. Annual Rate of Accumulatnon of Records _ _ .
Letter-size drawers _..__z__, Legal-sizedrawers - ;Shelves ... ___ _;Other fspecify)

AR-50-71; Fie\.;. 7; ] {Over)

r



YES | NO | 10. Questionnaire  (Place an “X" in the proper column) _
. |Is this the official copy of the senes?
__& __ i not, where is it? __ o I
X b Does the series contain conﬁdential information requarmg security handling? If yes, r"te law or regulation.
X | c. Isthisavital record? - S L
| | _X | _d. Does this series have historical or long term research value? .
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
N/RA documents be scheduled separately?
L L X £ s the information contained in this series ever Dubhshed? If yes, attach copy.
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X if ves.attachcopy,
h. 15 there a duplication of th:s series in your offloe or in another offlce or agency?
X If ves, where? I L — .
X _ Is this series for a major portion. Q_Lt)_egylarht microfilmed?
|| X | j._Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law —— . ___years. d. Audit period years.
b. Statute of limitation : _years. e. Administrative need —_—— 3 : _years.
c. Federal law . _.__years. " §. Federal retention instructions - years.

Attach copy or excert of laws or regulations. Explain administrative need.
Personnel Development files are needed from previous years to maintain continuity in staff

development planning and to verlfy part1c1pat10n by teachers applying for SDU credzl.t,e

P

12.

Appraoved Disposition Instructions This agency recommends that the file series be cut off at the end of each
: : " O Calendar Year; & Fiscal Year; [J Other : . e then

K Hold in the current files area —month{s} ___3 _____vyear{s); then
O Transfer to local holding area; hold . _year(s); then

[J Transfer to State Records Center; hold year(s}; then

ik Destroy.

O Transfer to State Archives for permanent retention. .

O Other (Specify) '

These instructions apply to all prior and future accumulations of the series.

| Agency Hea dffee (Singtlret Detey | Records Management Officer (Signature) __Date____

Sy 77773 _/é[@/ wwﬂ&«,‘”ﬂwmm 1-7-9)

/ L /‘\ State Records Committee (Slgnamre) D_aie
Recommendations in fara- /
graph 12 are approved. _ State Auditor/Designee \ /\M—/ﬂ‘a—/k "1_

{If disapproved, attach letter W
of explanation.) : Secre%temesignee

Attorney General/Designee

AR—50-71; Rev.76 (Reverse Side) v




